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How to Submit an Approved Sponsor Organization Training
for Approval

1. Login as an ASO Admin or an ASO Trainer Admin, click on the “ASO” tab, and select
“Trainings”.
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2. On the ‘ASO Trainings’ page, click “Submit New Training”.

ASO Trainings

Search Training Records

Approved Sponsor Organization: Training Status:

Bright Kids [TR-ASO-78] v Select --> v

Training Name: Training Code:
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Training Format: Expiration Date From: Expiration Date To: Training Origination:
Select --> ~ mm/dd/yyyy = mm/dd/yyyy x| Select --> ~
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3. The ‘Add Training’ page displays.

a. If applicable, click on the “Approved Sponsor Organization” drop down, and
select the ASO.

b. Under “Are you submitting Training for”, select the training type.
c. Enter a “Training Name”.

d. Enter a “Training Description”.

Add Training

CA—p I Approved Sponsor Organization: ]

Bright Kids [TR-ASQ-78] v

*Are you submitting Training for:
CDA Training
40 Hour Director Training
b—b Health and Safety Orientation
Training For Trainers
Other
FCCLH Pre-Service Course

c—b[*Training Name: I
s
d—b I *Training Description: I
B 7 U % ==
e. Select a “Training Level”.
f. Select a “Language”.
Select a “Format”.
Enter the “Clock Hours”.
i.  Select the “Training Focus”.
e — I *Training Level: I I*Language: I A f *Training Focus: (Check All that apply)
Beginner - Select —-> o Administration Preschool 3-4 years
Center-Based Care Georgia's Pre-K 4 Years .
g__. pa— h Home-Based Care School Age 5+ years 1
Soloot Infant 0-12 months Inclusion
- ~
slec Toddler 13-36 months Dual Language Learners
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j. Next, choose the “Workforce Knowledge and Competencies”.
(1). Click “Add WKCs”.
(2). Select the appropriate WKCs.
(3). Click “Save”.

*Workforce Knowledge and Competencies: (1 )

No items selected

1 © Add WKC's

a

COSt and Competency 1: Promoting Child Development and Learning

(2 ]’ ECE1.1 - Using knowledge of young children’s characteristics, culture and linguistic backgrounds, and their
needs to plan appropriate and responsive learning experiences.

Statemel — EcE1.2 - Using knowledge of the multiple influences on development and leamning to create inclusive and
Trainers 4 responsive learning environments.

between ECE1.3 - Using developmental knowledge to create healthy, respectful, supportive, and stimulating learning pnd
donotmg = enyironments and relationships.
ECE1.4 - Creates emotionally and physically safe environments for children.
Cost(s): Competency 2: Building Family and Community Relationships
ECEZ2.1 - Fostering family engagement in the child’s educational
experiences.
Payment ECEZ2.2 - Developing partnerships with families. racters

ECE2.3 - Utilizing community resources.

(3) Cancel

k. If applicable, enter the “Cost and Payment” information for the training.

2. Click “Continue” to proceed to the next screen.
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3. The Approval Training Document(s) section populates. You must upload the
Training Approval Instructional Plan and, if needed, supporting documentation.
a. Click “Upload File”.
b. Select a document type.
c. Select a file to upload.
d. Enter a description.

e. Click “Upload”.

Approval Training Document(s)

Use the file upload feature below to upload your Training Approval Instructional Plan and all supporting documentation.
This step is required; completing the information below without uploading a Training Approval Instruction Plan will result in your
application being deferred.

Upload Documents Q=

No Dg o
N T ——

Select --> ~

Note:
+ Size restriction for upload documents is 4MB, Please make sure your documents are not larger than 4MB before

uploading.
* Only the file types PDF, JPG, JPEG, GIF, PNG, BMP, TIF, TIFF, PIC may be uploaded

C = || Select File
d—’ 250 characters

(sl d| Upload Cancel

4. Click “Submit Training for Approval”.

Save without Submitting Submit Training for Approval Back

“~
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5. Once the training has been submitted for approval, it will display in the In-Progress
Trainings grid with a Submitted status.

In-Progress Trainings

Training Name Format Origination Status

1 ’; March Face-to-Face Original Training Submitted

Note: ASO Trainers cannot submit trainings for approval.
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